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DESCRIPTICN CF DUTIES

LORENE DENARD ..cvovvvu e GRAPHIC CLERY....,JCINT INTELLIGENCE STUDY PUBLISHING BCARD

The Granhic Clerk has complete charge of ell files of maps, photograph§.
line-cuts, engravers' nroofs and negatives in the Grephic Section of the Joint
Intelligence. Study Publishing Board. 4n analysis of her duties fcllows:

JCS Declassification/Release Instructions on File

DIVISICHY CF TINE

DUTIES
(Listed in order of (By per cent)
importence) 0 :
1, Ke Line Cuts DOSUMENT NO. [ 15
2: ;a;ggé of Maps and Line Cuts v mﬂigs:g,g.nss. = 5
3. Return Artwork LXSS. GHANGED TOt 7S § © 10
4. Negatives NEXT REVIEW DATE: 10
, %1) Getting Ready for Filing AUTH: HR 162 ‘
{2) Filing ,
5, DQ@BiIOd Book Work Dﬂ'g M REVIEWER: 0/8545 10
6, Setting up of the various JANIS Files 10
7. Checking in proofs 10
. 8, Filing proofs
9. Asslsting the Chief of Map Procurement with A.M.S.(Army Map Service) Maps
(1) catalogue, (2) Filing.
i0, Ci;hgptér completion check up
11, Piling of JANIS'
12, Storing of Material not Returned

13, Taking care of Graphic Section Burn-
Analysis of preceding 1ist of duties.

1. Xeying Line Cuts,

Key musbers are placed on all incoming graphic line cuts ; key numbers are
placed on the caption lists ai the left of the line cut titles; the key numbers
it:o gnt:redbolnktha log book under "Chapter Heports 3 the key numbers are checked

; o ok under "Keying" with the marking of the
’ o? the title of the gurehor making other Eotagigﬁ:rtgé:%etﬁgd the
gopumn. The JANIS number is put on back of each figure with the
4dential JANIS stamp and the chapter number is marked on sach figure.
§ coples of each figure (in most casés) come in, in which case one copy is

484 In to the "Lditorial Cection" afte ‘
%&ﬁa kept for Grgphic 332 t%gg Fia{g.?r it has been keyed and the remaining

2 of Maps and Line Cuts.

st the maps and line cuts are sorted determmining to which cabinet they

mi_. _be assigned for filing. 'The larger cuts are filed in the
whig® the amﬂhr ones are placed inarg smaller cabinet. 1In ord%?rgg gggtc)acggp

Yrack of each plece of material flled ard so that the Chapter editors will

know where to find the flgures pertafniny to their chapt ave |
& seotion entitled "File Check" in the Lag Book Where Tie sibinii'gyineerted
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Specific drawer in which each figure is to be filed is given. In order to
fagilitate the use of the file I have made Chapter Envelopes for the large line
cuts using them in the map cases for the separation of the various chepters.

3. Return Artwork.

When the originals are to be returned to the contributors they are removed from
the file and sorted, determining which address each figure will receive. To avold
later problems of determining gpecific location of each plece of material after
leaving the file in case of uestions that might arise pertaining to any of those
figures, I have set up a Return Artwork book. In thia book & record is kept of
each figure being returned, the key numbsr given, the date in which it is returned
and to whom sent. A general check of this material is also made in a Classified
Reglster vwhoreby the date of sending is recorded, to whom sent ls glven, the type
of material given, und mumber of cuts listed. Then the material is wrapped, marked
eonfidential, wrapped again and addressed for the courler.

L. Negatives.

" The packages are opened, and the negatives checked against the receipts. Then
all the tape and paper are removed, aftor which thoy are sorted for filing. They
are then filed in the cubinet assigned for that particular JAVIT negatives.

5. Detailed Book Work.

Bock work is mehtionod under Leying Line Cuts", "Piling of Uaps and Line Cuis", and
*Baturn Artwork”, as (1) enters the key numbers in the log book under Chapter Reports,
sl checks the key numbers in the log book under "Leylng" with the marking of its
proper title, and writes the title of the figure or mukes other notations under the

- Remarie Column. {2) @ have inserted a section aentitled "File Check” in the Log

Book where the Cabinet File fumber and Specific drawer in which each figure is to
?_M is given. (3) I have set up a Neturn Artwork book. In this book a record
s kept of each figure being returned, the key number given, the date in which it
is returned and to whom sent. A General Check of whom sent. A Ueneral Check of
4ils material is also made in a Classified Register whereby the date of sending is
recorded, to whom sent s given, the tjpe of material given and the number ol Cuts
\dsted. I also keep . rocord of the progression of Caption Lists, when the originals
are received, number of copies Tdcelved, date of receipt of these, date copy goes
back to Fditorisl Section, and the date final coples are received.

6. Setting Up of the Yarious JANIS Files.
Sometimes during the latter part of each month materials in the files are changed

and rearranged in order to make room for the incoming JAMIS. 0ld materials are
gaken oyt and originals of these réturhed to contributors as stated in a previous
paragraph, Other material ls discarded or stored. The new file (file for new
JANIS) is checked. The phases checked are file separation shueils, musbering of
File Separation Shects, folders for 1ists of captions, folders for engravers proofs.
Kew folders and seraration sheela ire inserted where nesded. The envelopes for the

larger cuts are checked and new ones made when nscessary. Sometimes the JANIS
awsbers have to be changed om certdin File Folders, Separation Sheets, and the
Chapter envelopes. I also get the log Book set up for the incoming JANIS with the
sntering and indexing of the following sections: (a) Cat@tons, (b) Chapter Reports,
sn) 0SS itaps, {d) plans, (o) Buses and Overlays, (f) New Numbeérs, (g) BGN List,

h) Pile Check znd (1) Irregular Keying.

7. Chacking in Proofs.
: ) reproduced cuts of each original, with the original, are received from ths
v, Somotimes numorous cuté are reproduced on ono sheet. 1In this case the
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separate figures are cut apart after which they are matched with the originals.
®hen more than one chapter is sent in they are sorted by Chapters for checking and
£iling. The key number is written on Lhe face of each engraver's proof-right hand
gorner -~ with crayon. ZTacih cut received 13 checked againat receipt 1ist and any
dlserepancios reported. They zre then checked in the Log Book under "Chapter Reports
8eotion" giving date recaivad, and under "Keying" section slso vith date received.
If the final caption list has been recelved, I mark the figure numbers on the cuts
et this time, but in case this Caption is not in I wait until the completion of the
Chapter (until all figures for that particular chapter have been received from the
sngravers). The triplicate copies are stapled together before filing. Tie checked
receipts are handed back to the production section.

8. Filing Proofs.

The proofs received from angravers. are checked against the originals. Since the
Photographic Editor makes out the orders for engravers, he helps me with this checking.
In eome cases & few of the culs are sent back Lo engruvers for reusking. The other
flgures are pl:zced in the corruct chapter folder and filed in the proper (JiHlS file.

9. Aepisting the Chief of Hap Procurement with A.M.S. (Army Kap Service) Laps.

(1) Catalogue.

(2) Filing.

It has bean ussigned me to koep cne of the A.M,.S. Index Catalogues up to date.
¥ew sheets are coustantly belng inserted to replace old cnes that are removed and
destroyed, HNow sheots are aiso gent in Lo be inserted for the first time. Ail
Bew meterlul sent in is checked againot the receipt and any discrepancies noted and
reported. The receipts are signed, one kept for our refecrence and & copy trans—
ferred to the secretariat I have Fearranged the Catalogue, indexing it, etc.,
facilitating the use of it.

At various tises I help with the filing of the A.M.S. BADE .

10. Chapter Completion Check-Up.

When all of the flgures or the last figures for the particular chapter or
any chapter have been received frow the engravers, the figures for the chapter are
checked against the list of figurea on the Caption list. Any cuts that have not
boen marked preaviocously are nuw marked with figure numbers and one copy of each
eut turned in to the production sectiom for the Duswy Set-lp. The Chapter Iditor
gote one copy of engraver's proofs for his Chapter from our file when reguested.,
The remaining engraver's proofs ressin in our file,

11. Filing of JakIs.

Upon receipt of the completed JANIS® » Lues: are filed. These come in by
Chapters causing the file work to be cecasional and constant. This file 1s checked
often to see that everything is in placs and nothing misaing.

12, Storing of material not Heturned. -

_ Onge a month, usually the latter part of the month, when a generul survey in
@ads of the file, the old photos are Luken out of the file. These are sorted by
. Chapters and packed in a large box, box labeled, and then stored in the basement .

" These are kept in slorage until we huve a re.usst for these from contributors.
The old log books and caption lists are also placed in a file fu the basesent.

13. Tsking Care of Graphic Section Hurm. +
When the old material is resoved from the file, any engraver's progé rewmaining
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- ‘ trans-
are %o be destroyed. Some extra printed copies of other old matarial and
parericies slsoc go into the pile for destroying. A1l thess are cut into small
pleces put into paper bags, sealed and marked "Burn®. T take cave of any of
the other burn material of Graphic Section handed to me.

Reapectfully submdtted,

Lorsne Denard

Approved For Release 2001/11/1 9_:,&IA-RDP79-01 147A000200040042-7



